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TASK ORDER PREPARATION, SELECTION AND AWARD PROCESS FOR 

STATEWIDE TECHNICAL SERVICES (TSP) AND CONSULTING SERVICES (CSP) CONTRACT 
 
The following outlines the general process for preparing, selecting and awarding work for the Statewide 
TSP/CSP Contracts effective July 1, 2005.  Actual details of any specific Task Order Request For Proposals 
(TORFP) may vary in detail but should follow these general procedures. The Statewide process is designed 
to maximize the use of available electronics (e-mail and ADPICS). Any questions should be directed to the 
DBM Contract Manager (CM) Jacque’ Boock. 
 

Jacque’ Boock 
Department of Budget & Management 
Office of Information Technology 
Strategic Planning Division 
45 Calvert Street, Room 444 
Annapolis, MD  21401 
e-mail: jboock@dbm.state.md.us
Phone:  410-260-7681 Fax: 410-974-5615 

 
PART 1: TORFP ORIGINATION 

 
1. An ADPICS Requisition is not to be submitted to DBM to initiate the TORFP. 
 
2. The Agency e-mails a request to the DBM CM for a TSP or CSP TORFP template. 
  
3. The DBM CM will e-mail reply with an attachment, a Microsoft Word TORFP template document.   
 
4. The Agency is responsible for drafting the initial TORFP, determining the work requirements, and 

planning and establishing the schedule for the project and award. The plans should include a pre- 
Task Order Proposal (TOP) conference, a reasonable period of time for Master Contractors to prepare 
a TOP to the TORFP and a reasonable period of time to evaluate TOPs and have discussions before 
selection. 

 
5. The Agency addresses all highlighted areas of the TORFP template. DBM CM assistance is available 

via e-mail or phone. 
6. The Agency identifies its Task Order Manager (TOM) and its procurement officer. The TOM will be 

the Agency contact and will coordinate with the DBM CM, unless directed by the agency TOM to 
work through the procurement officer. 

 
7. The Agency submits its draft TORFP to the DBM CM via email to pmo@dbm.state.md.us.  

 
8. The DBM CM reviews the TORFP and makes changes/corrections if necessary. 

 
9. If there are substantive changes, or if questions/issues are identified, the DBM CM will either call or 

return the TORFP via e-mail to the Agency. The Agency will address questions/issues and return the 
revised TORFP to the DBM CM via e-mail. 
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PART 2: TORFP SOLICITATION & DECISION 
 

1. The DBM CM will release the final approved TORFP to all eligible Master Contractors and conducts 
the solicitation process through pmo@dbm.state.md.us.  

 
2. During the solicitation phase of the process, all communications will be through the DBM CM via e-

mail. Master Contractors and the soliciting Agency should not communicate directly during the 
solicitation process, unless directed by DBM CM. 

 
3. Master Contractors will send via e-mail, as separate Microsoft Word or Excel files, or in Adobe 

format, their Technical and Financial Task Order Proposals. Master Contractors not proposing must 
send a written notice to the DBM CM declining submission of a proposal and providing an 
explanation of the reason(s) why. 

  
4. The DBM CM will receive and forward all technical TOPs electronically to the Agency TOM and 

procurement officer. See also #6. below. 
 

5. The Agency will select the evaluation committee, conduct the evaluation phase of the process, 
communicate to DBM CM any information, clarification, meeting requests, etc. for the Master 
Contractors, and establish the technical rankings based on the evaluation criteria outlined within the 
TORFP document. Throughout this period, the DBM CM is available to provide guidance for the 
evaluation. 

 
6. Upon completion of technical ranking with strengths and weaknesses stated for each TOP evaluated, 

the agency TOM will send via e-mail to the DBM CM the ranking and determination of qualified or 
not qualified of the TOPs which will include the strengths and weaknesses of each Master Contractor. 
Upon review and acceptance by DBM CM, the DBM CM will forward the financial portion of the 
qualified TOPs to the Agency. The Agency will establish the financial ranking and the combined 
technical and financial ranking of each qualified TOP. 

 
7. Optional:  The Agency may ask the DBM CM to request a Best And Final Offer (BAFO) from the 

Master Contractors with qualified TOPs. 
 

8. Upon completion of the evaluation of TOPs, the Agency completes a Master Contractor Selection 
Recommendation and submits it to the DBM CM for review and approval/disapproval. The 
recommendation is a document prepared by the Agency TOM/procurement officer that summarizes 
the evaluation and selection process. Included in the document must be: 

 
a. A technical, financial and combined ranking of each qualified Master Contractor; 
b. Strengths and weaknesses of each qualified Master Contractor; 
c. Rationale for selecting the recommended Master Contractor for the Task Order Agreement 

(TOA); and, 
d. Any additional information that may assist DBM CM in its review of the agency 

recommendation. 
 

mailto:pmo@dbm.state.md.us
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9. If approved, the recommended Master Contractor will be notified by the DBM CM of the selection.  
 
10. With the approval of their Assistant Attorney General, the Agency will forward the filled out Task Order 

Agreement to the Master Contractor that is awarded the Task Order.   
 
11. The Master Contractor will sign at least three (3) original copies of the TOA for the project and forward 

all three signed copies to the Agency contact.   
 
12. Upon obtaining the Agency's signature of their own authorized person (i.e. Agency Head, etc.), the 

Agency will forward one completely signed original document to the DBM CM, one original signed 
document to the contractor, and retain one original signed document for their file.  

 
13. Due to time sensitivity, the Agency will fax a copy of the signed TOA immediately to the DBM CM at 

410-974-5615.  
 
14. The DBM CM notifies the Master Contractors that submitted proposals of the Task Order award. 
 
15. Upon request from the Offerors who were not selected for award, the agency shall provide debriefings. 
 
16. At the conclusion of the debriefings, the agency will send an email to the DBM CM stating the debriefing 

schedule, attendees, and that the debriefings have concluded. 
 
 
PART 3: AWARDS 
 

1. Upon completion of Part 2, the DBM CM will instruct the Agency TOM to prepare a purchase order 
release against a Master Blanket Purchase Order (BPO) via the following process: 

 
e. Prepare a release off a DBM identified BPO using the 2360 Direct Purchase Order ADPICS 

screen. NOTE:  Only a release using the 2360 screen against the correct BPO # will be 
accepted.  

 PLEASE NOTE:   
1.  Contractors awarded under the TSP/CSP Master Contracts have 

unique BPOs for each functional area.  Please use the correct BPO.); 
2.  The current TSP and CSP forms may refer to ''Requisitions" in their 

title or label.  These forms will be updated soon.  Use these forms and 
mark through the 'Requisition' wording and write, 'Direct Purchase 
Order' as applicable. 

3. The Direct Purchase Orders will use commodity approval processing 
to reach DBM. 

 
f. Complete the 2365 ADPICS screen using the commodity code(s) on TSP & CSP blanket 

purchase orders (see separate contract listings by functional area) 
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g. Complete the 2356 ADPICS screen as follows: 
i. The ‘PROCUREMENT METHOD’ IS “R” 

ii. The ‘CATEGORY OF WORK’ IS “R” 
iii. The ‘AWARD AUTHORITY ‘ IS “DBM” and, 
iv. The ‘DESCRIPTION’ field is completed. 

 
h. Establish the proper approval agency path to obtain all necessary agency approvals. (Note:  

this is your agency’s internal approval path and does not include DBM or the BPW) 
  
i. “Post” the completed ADPICS item. This will automatically include the DBM CM in the 

approval path via ADPICS.  
 
j. DBM CM will either approve, or reject with explanation. 

 
k. After DBM CM final approval, the agency will be responsible for issuing and sending the 

approved purchase order to the selected Master Contractor. 
2. When the ADPICS process described above is complete, the DBM CM will issue a Notice to Proceed 

(NTP) and the executed TOA to the Master Contractor’s Contract Administrator.  
 
The NTP will include the effective date for the task order and the Agency TOM. Copies of this material 
will also be forwarded to the Agency TOM. Work under a TOA may begin only after issuance of a NTP 
by the Agency. The Agency will email a copy to the DBM CM. 
3. The agency shall send a complete and final package containing a copy of all relevant documents to 

the DBM CM.  
a. TORFP 
b. Original Signed Task Order Task Checklist that includes the accounting information 
c. Award Checklist 
d. Vendor’s Proposal (Technical Proposal, Financial Proposal, BAFO, Responses to Written 

Questions, and any other documentation) 
e. Contract Management Plan (Final) 
f. Project Management Plan (Draft) 

 
PART 4: TOA  
 

1. The Agency TOM will manage the TOA. 
 
2. The Agency TOM and the TOA Contractor will work to complete the TOA as outlined within the 

agreement. 
 

3. Neither the TOA Contractor nor the Agency TOM is authorized to make changes to the TOA. The 
DBM CM will only process a change order after the Agency TOM initiates a change order in 
ADPICS. 
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4. ADPICS Change Orders will not be initiated by the Agency until the DBM CM approves the need for 

a change order. 
 

5. The DBM CM will be available to discuss an issue/activity related to a TOA. 
 
PART 5: Agency MBE Responsibilities 
(See DBM memorandum from Joel Leberknight, Chief of Procurement dated June 21, 2005, to State Agency 
Procurement Officers & State Agency MBE Liaisons) 

 
• Establishing an appropriate MBE goal for each Task Order Request for Proposals (TORFP) to be issued. 

Goals must be consistent with contract requirements, supported by a determination, and are subject to 
DBM approval. 

 
• Ensuring that proposed MBE subcontractors are certified and have not graduated from the program for 

the types of services to be provided under the Task Order. 
 
• Reviewing, documenting, and determining the appropriateness of any waiver requests. If a waiver is 

determined to be appropriate by an agency, DBM approval must be obtained prior to granting the waiver. 
 

• Assuring that monthly MBE reports from prime contractors and subcontractors are received by the 15th 
of each month and validated; following-up, as needed, when such reports are not timely received to 
insure that prime contractor and subcontractor reports are received.  

 
• Entering MBE subcontractor payment data into the ADPICS 2345 and 2355 screens for the purchase 

order releases related to awarded Task Orders. 
 
• Monitoring goal achievement for each Task Order and resolving all issues related to MBE compliance. 

 
• Reporting Task Order awards and actual payments to MBEs on the agency’s annual MBE report to the 

Governor’s Office of Minority Affairs. For reporting purposes, Task Orders should be treated as if they 
were stand-alone contract awards.  

 
• Reporting waivers on the agency’s Annual Waiver Report to the Board of Public Works. For reporting 

purposes, Task Orders should be treated as if they were stand-alone contract awards. 
 
• Maintaining a procurement record of MBE performance and all other documents related to the Task 

Order. 
 
Reporting to DBM any contract performance problems related to the Task Order. 
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PART 6: TOA CLOSE-OUT 
 

1. At the conclusion of the TOA, the Agency TOM will verify all deliverables have been met, the 
Agency accepts the final results, and processes the final invoice for payment. 

 
2. The Agency TOM will e-mail notice to the DBM CM that the final payment to the TOA Contractor 

has been made and that all payments were made in accordance with the TOA. 
 

 


	PART 5: Agency MBE Responsibilities

